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3. Authorization Requested (Check only one of the squares below).

BOARD OF EDUCATION - Superintendent

Microfilm and destroy originals.

Establish retention schedule for re-
Orniginals if not microfilmed would be

Dispose of present accumulation. No ; " OF |
odditional occumulation  is  antici- cords for which there is o continuing
pated. Records hove ceosed to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relcte inclusive dates and quannty and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.

MINUTES OF PROCEEDINGS OF THE SCHOOL BOARD

1.

Size: 8% x 16" x 2@
Dates: 1865 - -

Quantity: 10 volumes
File Arrangement: Chronological

The minutesof the proceedings of the Harford County School Board give
the dates of the meetings, the membership present, a summary of the
business transacted; and are signed by the Secretary and the Presi-

‘ dent of the Board,

RECOMMENDATION: RETAIN PERMANENTLY: TRANSFER TO THE HALL OF RECORDS
ALL VOLUMES FRIOR TO 1930.

APPROVED
HALL OF RECORDS COMMISSION

2. | GENERAL IEDGER

Siza: 12" x 20% x 2¢
Dates: 1927 - 195}

Quantity: 9 volumes
File Arrangement: Chronological

The Gensral Ledger gives the disbursements and receipts by date, and
check, warrant, or voucher mmber under accounts. In 195k, &
machine prepared record of final entry was introduced composed of

ge?y, Divisi or, epr ive
Business Manager 3/17/1961
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dctes and quontlty

(cubic or linear feet). Show recommended retention perlod

6. Recommendation

of Hall of

Records

and Board of Public

Works.

3.

three sections, the Appropriations (Receipts) ledger (Item 3), the
Asgessment Ledger Cards (Item L), and the Teacher's and Board
Employees Earnings Record {Item 5), all of which are permanent
records.

RECOMMENDATION: RETAIN PERMANENTLY.
APPROPRIATIONS (REVE.NTUE) IEDGER

Size: 94" x 14" cards
Dates: 1954
Quantlity: 1 file drawer
File Arrangement: By levy year, them by account number
Auvdit: Anmal outside andit

The Appropriations ledger is machine prepared from the Receipts
Vouchers of many types which accompany payments made to the County
Board of Education by Fedsral, State, county agencies and othor
sources.. The vouchers .are first itemized on a prepared form and
then posted from that form to the ledger. The ledger gives the
levy year and the account mmbar, the date of posting, the amomnt .
of the collection, adjustments, the collections to date, and the
balancoaandtotalstodate. This is arecordofﬁnalenu'yfcr

revems reoaiwd.
REGOHHENDA’IION: nmm rmmmx.
ASSESSMENT IIDGER CARDS |

Size: 93" x Jh;' cards

Dates: 19 -
Quantity: £ils drawer
File Arrangement: By account number, then chronological

Audit: Amnual outside audit

The machine prepared Assesement ledger Cards are a record of dis-
bursemsnts other than payroll and are ed from the Unit Distri-
bution Slips (Scheduls No.L-175 Item L) giving the account number
and title, the nams of the vender or reason for the payment, the
date and check number, the amount of the expenditure and balance,
and total expenditure from ths account to date. Each account has
& separmie® card or cards. This reccrd is a final entry for expen-

APPROVED
HALL OF RECORDS COMMISSION

ditures.

EECOMMENDATION: RETAIN PERMANENTLY.
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5. Description of Records 6. Recommendation
' of Hall of Records

4,

«"

Describe records accurately. Include title, form number, size of documents
work or activity to which the records relcte inclusive dotes ond quontlty .
(cubic or linear feet). Show ‘recommended retention period. ..+ {Works.:

and Boord of Public

5.

6.

TEACHER'S AND BOARD MIO!EE'S EARNINGS RECORD
Sige: 18"x2h'22' vo]masandll%"xl‘l.}" cards
Datess 19k - -

Quantity: 3 volumes, L file drawers
File Arrengement: Chronological and alphabetical

Audit: , Ammal outside andit

Prior to 1952 teachar's salaries were postedhy schml and district
number, showing the date, check mumber, gross salary, deducticns,
and the net salsry. In 1952, a peg-board asystem was substituted

with no additicnal information. In 195k, posting became entirely
mechanized with more complete information and including non-teacher
Board employees, whose salaries had been recorded only in the Gen-
eral Iedger prior to 1954, giving the name and address of the payee,
social security number, position, the place of employment, gross
retirement percentage paid, length of experience in the comnty, and
month and day entries showing payment of salaries with ths dedue-
tions and net salary. Board emplnyaes and teachara are recorded
in separate sections of this racord

REOOH!EKDATION: mm WLI
TEACHERS IN‘BERVIOE AND OUT-OF-SERVICE CARD FILES

Size: SﬂxB"carda

Dates: 1906 - - ...

- Quantitys Scanldrm

File Arrangement: Alphabstical by name

This file is maintained in two sestions, a ewrrent file for in-ser-
vice teachers and an out-of-service file to which the in-service
card is transferrsd when the teacher is no longer employed by -the
comty. Eech card gives the nams, address, telsphone nusber, date
of birth, year of entexring the teashing profession and eitisenship
status., The face of the card eontains space for a complsets record
of the teacher's education and the reverse side contains. space for
information on issuance and renewal of teaching certificates, class
of eertificate, length of service in the county schools and subse-
quent teaching credits acquired., The information recorded on the
cards is taken from the Teachsr's Folders (Schedule No. C-175, Item B).
mrmﬁnbemrmuaéaxn-c?m-a—mwm —
vith space for mare detallsd information, A 2OV IED B X

Cc IW/CERXS

| AR C uBle
RECOMMENDATION: RETAIN PERMANENTLY, BCARD CF P
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5. Description of Records 6. Recommendation
* Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘l\t‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
S
7. | TEACHERS' CERTIFICATES FIIE

Q.

This f1ls is & record of teachers holding or who have held temporag

9.

on x 8% cards

Dates: ¢, 1899 - -
Quantity: 5 file drawers (3 inactive)

File Arrangement: Alphabetical

S8ige:

emsrgency, or permanent certificates to teach giving the name of ¢
teacher, the date of birth, the year of begimning tesching, educa-
tional background, record of crediis received whils actively teach-
ing, and space for date of issuance of the certificate and renswals.
A certificate 1s issued to an applicant after evaluation of the
Application for a Certificate which is f£iled with the State Depart~
ment of Education, A permanent certificate is renswable in three
years for a further period of four years and thereafter at six ysar
intervals as long as the teacher acquires six teaching credits. fer
each renewal period. A temporary or emergency certificate is re-

newable every two years.
RECOMMENDATICN: RETAIN PERMANENTLY..

HIGH SCHOOL GRADUATES RECORD CARD

Porm ¥o.: 7058 buff
Size: L" x 6" cards
Dateas 1923 = 1953 . -

Quantity: 3 doubls eard drawers
File Arrangement: By nams of sehool, then by year of grad-

uation and alphabetically by name

The graduates record eard is prepered in duplicate by the high
school principal, giving the name of the pupil graduated, the name
of the high school, sex, date of birth and birthplace, the name
elementary school attended, the dates of admission znd graduatien

of pupils graduated, the number of days present by year, the sub-
Jects taken by year showing the units earned, the mumber of weaks

pupil’s grades by subject and a summary of combined units earmed
by subject. The original (white copy) is retained permamently

of the parent or guardiam and address, the name and address of the
from high schoel and class standing in relation to the total number

end the number and length of periods of attendance by subject, the

APPkovsb
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by the school. )
RECOMMENDATION: RETAIN PERMARENTLY. L ST HJOVISD BY
I DLiilD CF PUDBLIE WCIKS
BOUNDARIES OF SCHOOL DISTRICTS ;
Size: 6" x 15" x 1n i APR 5 184l
Dates: 1892 -~ ¢. 1934 l
Quantity: one volume
e e pcotimed | ko el g
i sacs&,\n\'
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4 5. Description of Records 6. Recommendotion
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. {cubic or linear feet). Show recommended retention period. - . Works.
This 4s a record of school districts in Harford County giving a
datalled description of the metes and bounds of each distriect,
The volume conteins looss papers and tracings which are apparently =
amendments of districts and elarifications, - =
t e (72 ]
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